DR 25-1-28

DEPARTMENT OF THE ARMY
SAVANNAH DISTRICT, CORPS OF ENGINEERS
CESAS-IM P.O. BOX 889
SAVANNAH, GA 31402-0889

DISTRICT REGULATION 30 May 02
NO. 25-1-28

Information Management
LAPTOP COMPUTER LOANER PROGRAM

1. Purpose. Thisregulation establishes policies and assigns responghilities for the Information
Management (IM) Laptop Computer Loaner Program.

2. Applicahility. This regulation applies to Savannah Digtrict employees and contractors.
3. References.
a. AR 25-1, Army Information Management, 15 Feb 00.
b. AR 380-19, Computer Systems Security, 27 Feb 98.
c. AR 735-5, Policies and Procedures for Property Accountability, 31 Jan 98.
4. Pdlicy. IM will loan laptop computers to users for temporary use in the conduct of officid business.
Laptops will be loaned on afirst comefirst serve basis for periods up to 2 weeks. Specia
congderations may be granted to users for systems that are needed in excess of 2 weeks. Any damage

or loss of the laptop computer and/or its components/parts will be charged to the user’ s organi zation.

5. Responghilities.

a. Information Management will provide afew laptop computers for loan to users on atemporary
bass through the Laptop Loaner Program. The IM Help Desk will administer the program. Systems
will be loaned out on afirst comefirg serve basis. 1M will bill the requesting user’ s organization for the
initid setup and reconfiguration of the lgptop. This fee will be the same as the norma Help Desk work
request fee. No usage fee will be hilled to the user’ s organization. ENG Form 4900-R, Property
Control Receipt, will be completed by IM and signed by the user for temporary use of the equipment.
See Appendix A for asample of thisform.
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b. Users shal acquire gpprovad from hisher supervisor before requesting aloaner laptop. The user
will be held accountable for the property whilein use. Thisincludes the laptop and &l accessories
checked out by the user.

c. Logigic Management will not have arespongbility unlessan itemislog or golen. LM will
recelve the origina copy of the attached ENG Form 4900-R, Property Control Receipt Form, only if
the property is not returned to the IM Help Desk. The ENG Form 4900-R, Property Control Receipt
Form will be used as a Temporary Property Pass (Hand Receipt) to the user while the equipment isin
use.

6. Procedures.

a. Usars shall contact the IM Help Desk to reserve alaptop for the date requested. Please
contact the IM Help Desk at least 5 daysprior to the datereguested. Usarsshdl inform the IM
Help Desk of any specia applications that will be needed, and on the actua date needed for pickup and
the date of return.

b. The M Help Desk will reserve laptops for the user on the date requested, if available. The
laptop will be setup according to the user’ s software requested and the user’ s sign-on profile. ENG
Form 4900-R, Property Control Receipt Form will be completed by the Help Desk and signed by the
user. ThelM Hep Desk will bill the user’s organization for the actud time spent to perform the initia
Setup of the laptop.

c. Usersshal return the laptop and accessories to the IM Help Desk after completion of use. The
origina copy of ENG Form 4900-R, Property Control Receipt Form will be updated and initidled by
the user. The M Help Desk will bill the user’ s organization for the actua time spent to reconfigure the

laptop.

Appendix A 19

ENG Form 4900-R ROGER A. GERBER
COL, EN
Commanding
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